WORKSHOP PRESENTOR

Creating an Occurrence of a Workshop

Step By Step
1. Select “Utility” at the top of the TB 2 window (Fiige 1, below)
2. Select Workshops from the menu (Figure, 1 below)
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3. Change Status field to blank (Figure 2, below)
4. Select search button (Figure 2, below)
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3. Select the workshop you want to add an occurremicéfigure 3, Below)
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4. Select the Add button (Figure 3 above)
5. Enter the required information in the Create Wodshcreen. (Figure 4a) You

can select auto date to select multiple dates pedite entry of the workshop
date/times (Figure 4b)
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6. Select save
7. Select yes or no for the popup “Do you want to t&ea appointment for the
workshop presenter for this workshop?”
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Completed Occurrence Entry
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Resulting Attendees

After the workshop is conducted the presenter shoadult the status of the attendee.
This should be done as soon as possible aftetngletion of the workshop, time to
do so is limited.

Step By Step
1. Go to Workshops
a. Select the Workshop that has been completed (Filyurelow)
b. Select the occurrence date of the workshop (Figjubelow)

c. Select Attendees button (Figure 1, below)
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2. There are two ways to result attendees
a. Mass Update
I. Select the Mass Update button (Figure 2a, below)
ii. Select Result Drop down arrow (Figure 2b, below)
lii. Select the result (this will result all attenddes same) (Figure 2c,
below)
Select Save (Figure 2c, below)
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Cootb, L - “ MODUN
EIWARD L E‘!"m

Created By Edward Greenslit 3/27/08. Revised 528/0




b. Individual Update
i. Double Click in the R field (Figure 3a, below)
ii. Select the result from the LOV (Figure 3b, below)
iii. Select OK (Figure 3b, below)
iv. Select Save (Figure 3a, below)
Repeat for each attendee
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Figure 3b
NOTE: When you save, the screen will go blank. Simply select the
Adv Query Tab then the Workshop Tab to get back to the Attendees
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Chanaging Wor kshop Status

After the workshop is complete and you have redutie attendees the next step is to
change the status of the workshop from Open tskéd.

Step By Step
1. Select the workshop tab (Figure 1a, below)
2. Double click in the status field to bring up LOVigEre 1b, below)
3. Select Finished (Figure 1c, below)
4. Select Ok (Figure 1c, below)
5. Select Save (Figure 1d)
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